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Standard Operating Procedure 
Medical Archive Retrieval Process 


Subject: Medical Archive Retrieval Process for Medical Shelter Sites 


Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on retrieving archived medical records for patients 
at Medical Shelter sites. The Medical Shelter sites have existing vendor contracts 
with FileXkeepers coordinated via DHS. 


. Contacts 
FileKeepers 
Filekeepers.com 
Login: PLOPEZ 
PW: 

. Procedures 


For retrieving any files, there will be a 3-step process. 


STEP 1: To locate which box your desired records are held in, review our Med 
Records Archive Log which contains the names of every patient that has come 
through our program. This log is arranged according to: Facility / Month of Intake* / 
Last Name alphabetically. 


This Log will also contain our programmatic box code and a 
searchable Filekeepers barcode #. 
*Pomona was organized by Discharge Date 


STEP 2: Log on to FileKeepers and search "Containers" on the left side of the 
screen. All of our indexed record boxes will appear in the search. 
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STEP 3: Select the box you want to retrieve and click the shopping cart icon. A small 
window will pop up in which you will submit the appropriate information and 
complete the box request by "adding it to cart". 


Repeat as needed and "check out" 
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